BUCKEYE, AZ

OVERVIEW

Welcome to the City of Buckeye’s Vendor Self Service (VSS). VSS gives you web-based access to your personal
information and records. Purchase orders, invoices, bids, contracts, 1099s and accounts payable check
information are all available online. You also have the ability to update your profile including address, contact
information, W-9, Insurance Certificates, and commodities information.

FOR EXISTING VENDORS:

If you are an existing vendor, you can register and gain access to the information stated in the overview. You
must have your VSS vendor number in order to register and access your profile. You must obtain this number
from the letter that was sent to you or from the Construction and Contracting Division by e-mailing
purchasing@buckeyeaz.gov or calling Tyra Bell at 623-349-6174.

Before you can successfully use this feature:

e Access Vendor Self Service by going to https://selfservice.buckeyeaz.gov/MSS
e  Your Vendor Number, obtained from the Construction & Contracting Division
e Turn your CAPS LOCK on. Enter everything in CAPS

e Have your completed and signed W-9 Form ready to submit or upload

FOR PROSPECTIVE VENDORS:

If you are a prospective vendor, you must complete the registration process through VSS. We must receive your
W-9 prior to reviewing and validating your registration. We prefer documents (W-9, Certificates, etc.) to be
attached using VSS, but you may also submit them by e-mail, fax, or USPS. Upson review and validation of the
information you have provided, the City’s Construction and Contracting Division will set your record status to
Active in VSS.

Before you can successfully use this feature:

e Turn your CAPS LOCK on. Enter everything in CAPS
e Have your completed and signed W-9 Form ready to submit or upload
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BUCKEYE, AZ

VENDOR REGISTRATION

Prospective vendors who do not exist in our database, as well as existing vendors, must register to gain access to
Vendor Self Service. Enter the link to VSS https://selfservice.buckeyeaz.gov/MSS in your web browser and
click on Vendor Self Service.

- tyler

technologies

Welcome to Vendor Self Service

Home

Welcome to Self Service for Business Vendors .
Vendor Self Service

Bids

Registration

Vendor of either type register by clicking Registration on the VSS home page.

Welcome to Vendor Self Service

Welcome to the City of Buckeye's Self Service for Business Vendors. If you are an existing vendor and registering for the first
time you will need your Vendor Number. All vendors, new and existing please use CAPITAL LETTERS when entering your
information. Have your signed \W-9 ready to upload into the system. Please ensure that you selected relevant commodity codes

at the end of your Vendor Registration. Contact Tyra Bell at 623-349-6174 or purchasing@buckeyeaz.gov if you need
assistance. Bids

Home

Registration

Registration is a five step process. Vendor Self Service displays the number of steps in the process, with the
current step displayed in bold type. Vendor Self Service does not save any information entered in the fields on
any page until the registration is complete. If you leave the registration process before completing all of the
steps, all of the information entered is discarded and you must start again.

2 Rev. 11/25/2015


https://selfservice.buckeyeaz.gov/MSS

BUCKEYE, AZ

New Vendor Registration
Step 1 of 5: Create user ID and password Step 1 2345

User ID (between 1 and 100 characters) ¥
Re-type user ID *

Password (between O and 15 characters) ¥
Re-type password *

Password hint *

EXISTING VENDORS ONLY
the

You must it for initial

Step 1 - This process defines your user ID and password information.

Home

Vendor Self Service

Bids

| Registration

Enter these validation numbers into the box below them

Vendor 1D

FID/SSN (Enter without dashes)

ai

You can use the following table as a reference in completing this screen.

User ID This box contains your VSS login name.
ID must be unique and cannot be more than 20 characters in length.
Password You must enter and then retype a login password in the boxes.

e Password must be at least 8 charters login.

e Password can be a maximum of 15 characters.

e Password must contain at least 1 numeric character.

e Password must consist of upper and lower case letters.

Password Hint

Enter a hint used to assist you in remembering your password.

The hint cannot be the same as your password.

VSS sends this hint to you in an email if you click Forgot Password on the
login page.

CAPTCHA

This box is used as part of a verification process to protect the database
(Completely Automated Public Turning Test to Tell Computers and Humans
Apart). You must enter the number shown in the box.

ONLY vendors who already exist in our database must complete the boxes in the Existing Vendors Only section.
Existing vendors must also enter their Vendor ID and Federal Identification Number or Social Security number.
The City’s Construction and Contracting Division has provided or will provide you with your Vendor ID.

Select Continue to complete Step 1.

3 Rev. 11/25/2015



BUCKEYE, AZ

Step 2 - You must enter the following information in the fields.

New Vendor Registration

-« ¥our User ID and

have been

Home
ully set. Please continue with the registration process. @

Step 2 of 5: General information

*Company Name
aine 2)

Doing business as
ar m above)
*Address

Gine 2)

qine 23

*Gity

*State (sbbreviation: 3]
*Zip

County

Country

Fax Number

Geographic

*E-Mail
Web site

*WVendor Type

Vendor Self Service
Step 12345

Bids

Registration

[ Foreign Entity

'

Select Type_ ..~

[ Send remittances to the above name and address

Select Type_ ~

Name

Enter your name or business name.
Sole Proprietors shall enter their last name, first name.

Doing Business As

Enter your Doing Business As (DBA) name, if applicable.

Foreign Entity

When selected, this check box indicates that you are a foreign entity.

Address Enter your main address. You must use a two-letter State postal abbreviation
City code in this box.

State

Zip

County Skip this box.

Country Enter your Country.

Fax Number Enter your fax number, if applicable.

Geographic Code Skip this box.

Send Remittance to the
Above Name and Address

If you check this box VSS will enter the values from the mailing address as the
default values in the boxes in Step 3 of the registration process.

E-Mail

Enter your primary e-mail address. All notifications and alerts, such as
registration confirmation messages or password hints, are sent to this e-mail
address. Additional e-mail addresses for contact persons are defined later in the
registration process.

Web Site

Enter your company’s web site URL.

Vendor Type

Select the correct type code from the drop down selection. If no type code is
selected you cannot complete the registration process.
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BUCKEYE, AZ

Minority Business Entity (MBE)

[1is Minority Business Enterprise

MBE Classifications
(selact all that apply) [] DISADVANTAGE BUSINESS ENTERPRI

~| General 0 certifications ~ manage

[ smALL BUSINESS ENTERPRISE

Enter a Federal Tax ID Mumber or Social Security Number

.
*FIDISSN | |
#Re-type FID/SSN | |

Payment Terms
Discount Percentage ICI
Days to Discount ICI
Days to Net ICI

Your preferred payables delivery method(s).

MIMail [ E-Mail

Your preferred purchasing delivery method(s).

MIMail [ E-Mail

Minority Business Entity (MBE)

Is Minority Business Selecting this check box indicates that you are a Minority Business Enterprise.

Enterprise

MBE Classification You can select one or more of the check boxes, but the “General” check box is
always selected and cannot be unchecked.

Manage This is where you would click to see your certificates after they are uploaded

later in the registration process.

Enter a Federal Tax ID Number or Social Security Number

You are required to enter your FID (Federal Tax Identification) or SSN (Social
Security Number).

VSS automatically completes these fields for existing vendors who enter vendor
ID and FID/SNN numbers during Step 1.

Payment Terms

Discount Percentage This box defines the discount percentage you extend to the City.

Days to Discount This box contains the number of days within which payment must be received in
order for the City to claim the discount percentage.

Days to Net This box defines the number of days that you allow before requiring net
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BUCKEYE, AZ

payment.
Your Preferred Payables These check boxes determine your preferred delivery method for payables and
Delivery Method purchasing documents.
Your Preferred Purchasing
Delivery Method
Bank Information

Joe Smith 1234

1234 Anystreet Court <

Anycity, AA 12345 -

.’;\VF
Pay to tha ordar of _a N

Dollars

Mo

Bank Anywhere s

||'123456?EQ|'I 123458?8“'23||l1 234

H i M L

1 1 1 1 1 1
| T T

]

Routing Account Check

Number Number Mumber
Bank Routing Mumber | |
Bank Account Number | |
Bank Account Type

Continue

Currently the City is issuing checks for payment of invoices, but in the foreseeable future we will be moving to
electronic payment of invoices.

Bank Information

Bank Routing Number Enter the routing number of the bank account to which payments made to the
vendor should be sent.

Bank Account Number Enter your account number.

Bank Account Type Select the correct type code from the drop down selection. Checking or savings.

Select Continue to complete Step 3.
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BUCKEYE, AZ

Step 3 — Requires you to enter address information. If you selected the Send Remittance to the Above Name
and Address check box during step two, VSS automatically enters the first address record. If the check box was
not selected, the Addresses table is blank. You must click Add to create a new address record, which displays the
Remittance information page.

New Vendor Registration Home

Step 3 of 5: Address information Step 12345 Vendor Self Service

Registration

New Vendor Registration

Home

Step 3 of 5: Remittance information Step 12345 Vendor Self Service

*Address Type General v Registration

*Company Name

*Address

*State

*Zp

Fax

[
[
[
[
*City [
[
[
[
[

Email

Bank Information

Joo it o
1554 Amyarest court
Anyeity, A 12345

o N

[T R

Bank Anywhere
[123aserae] 1234507
Routing Account  Check
Namber Number  Number
Checking V|

Your preferred payables delivery method(s).

Bank Routing Number

Bank Account Number

Bank Account Type
IMait [JFax  CEMail

Your preferred purchasing delivery method(s)

CMail  CFax  CIEMail

2014 Tyler Technologies, Inc

You must complete the following fields.

Address Type This list determines the type code of the entered address.

Name This box defines the name that appears on items sent to this remit address.
Address These boxes define the remit mailing address.

City

State

Zip

Fax This box contains the fax number for the remit address.

E-Mail This box defines the e-mail address used for the remit address.
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BUCKEYE, AZ

Clicking Save after entry of an address record returns the Address Information page, where the new address
record has been added to the table.

Add individual contacts for an address record by clicking Change, which opens the Remittance information page.

Clicking on the Add Contact button on the Remittance information page opens the Contact Information page,
where you can create contact records for the address.

New Vendor Registration Home
Step 3 of 5: Address information Step 12345 Vendor Self Service
o
Addresses
add Regesliaton
Name Address City State. Zip Fax i
111 South
Robert
Man Portland ME o401 N change
Malone Sweet
Bz s
SUPPLY Holyoke Mancheste ME 12385 N change
b3 L [ chanoe |

Step 3 of 5: Remittance information Step 12345 Voador Self Service

*Address Type Gomecal v

*Name {YBZ SUPPLY CO Registrasca
*Address [44 Holyoke Lane

“Ciy Manchester

*State WE

Addeosses Contacts

Type Narre Email Phone Fax

New Vendor Registration Homn
Step 3 of 5: Contact information Step 12345 Vendor Seif Service
s
Contact Person Pegtetrtion
*Contact Type [Solect Type -
Nasme [ ]

*Prone

Fax

EMa3

| [sen ][ conce |

The following information must be completed on the Contact Information screen in order to create a contact.
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BUCKEYE, AZ

Contact Person
Contact Type Select the contact type from the drop down.
Name Enter the name of the contact person.
Phone Enter the contact’s phone and fax numbers, as well as the contact’s e-mail
Fax address.
E-Mail
-Z=- tyler =
New Vendor Registration Home
Step 3 of 5: Remittance information Step 12345 Vendor Seif Service
=Address Type General ~ e
=Name [YBZ SUPPLY CO. > ] Registzaton
~Address [23 Holyoke Lane By S )

MWZ}QWMW

COimair ClFax [CIE-Main

Addressas Comtacts

Type Name Email Phone Fax
PURCH G - Pur < Robest Malone 5551212 change

Add Contact Save Cancel

2013 Tyler Technologies. Inc. Help/Feedback

Clicking Save after completing the contact information returns you to the address record, with the new contact
record listed in the table. Then click Continue to advance to the fourth step in the registration process.

New Vendor Registration

Step 3 of 5: Address Information

Aduresses
asd
Name Address Ciny State zp
111 South
Bt Man Portiana ME o4
Street
vz w“
SUPPLY Halyoke WManchecter ME 2
<o Lane

New Vendor Registration

M\ Step 4 of 5: General Vendor Contacts Step 12345 Verdor St Seevcn
Melp tiats
Address Contacts
Registianea
Type Name Emait Phose Fax
[ oo |
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BUCKEYE, AZ

Step 4 - Click New Contact to enter a contact person for the general record. Doing so opens the General Vendor
Contacts page.

New Vendor Registration Home

Step 4 of §: General Vendor Contacts Step 12345 Vendor Seif Service

[ tobp | Buds

Contact Person
Registration

*Contact Type [Setect Type. .. V|

*Name I |

*Phone

[
Fax [
I

E-Mail

This page contains fields that are identical in function to those for step three, but they apply to the vendor
record as a whole and not to a single remit address. Clicking Save after entering the contact information returns
you to the General Vendor Contacts page with the new contact record displayed in the table.

New Vendor Registration Home

Step 4 of 5: General Vendor Contacts Step 12345 Vendor Sell Service

m Bids

Address Contacts

Registration
Type Name Email Phone Fax

GENERAL - General Contacts YBZ SUPPLY CO 207-555-1213 change

You must click Continue to advance to step five of the VSS registration process.

Step 5 — Requires you to verify the information you entered in previous steps. You can update incorrect
information by clicking the Change link for the appropriate section. When the link is clicked, VSS returns to the
page for that step.
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BUCKEYE, AZ

New Vendor Registration Home
Step 5 of 5: Review Step 12346 Vendor Seif Service
Please check that the information below is correct. Make changes if necessary, then Bids
click on "Register.”
m Registration
General Information I change |
Name/DBA Robert Malone
Entity
111 South Main Street
Addvess Portiand, ME 04101
SSN 898-34-0192
Geographic EAST - EAST COAST VENDOR
E-Mail rmalone@emailaddress.com
Wel) Site

When all of the entered information is correct, click Register to complete the process. VSS displays a registration
confirmation page that provides you with links to register commodities or update your VSS profile, and to
upload attachments to your profile. Alternatively, you can Click My Profile option on the navigation menu to

pen your profile page.

VP s PR g WO ¢
;%5 SuPPLY 44 Holyoks Lane Manctwster

Address Contacts
Same
Type Name
GENERAL - Gonaral Centacts YBZ SUPPLY CO

o

|21 have read and sccept the terms & conditias |

1) Theso are cur terma and condiions. You must accept them belers you can sccess VSS. Do you sccept the lerms aed
ondtons?

L

SN S AN e S A S mren NS

ME 12345 N

Email Phone Fax

2075551213

New Vendor Registration
Registration Confirmation

‘l o Rogistration has beon completod. You wil be contacied when your information has been reviewed. ©

Next you need to select the “Upload attachment document to your profile”. You must attach a completed
and signed W-9 or immediately email it to purchasing@buckeyeaz.gov or fax it to 623-349-6221 Attn:

Construction and Contracting.

11
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ATTACHMENTS

A vendor adds attachments to their profile by clicking Attachments on the navigation menu. The Attachments
option is only available when the vendor is viewing their My Profile page.

ANDREW KONSTANOPOLIS ~
Resources ~

My Profile =
General Information change i
Name/DBA ANDREW KONSTANOPOLIS/PHOROS COLLECTION SERVICES Vendor Self Servica

13 HELENIC WAY

Address ROME, NJ 01010 Attachments

Fax Number
SSN

Commodities

001-01-0001

ANDREW KONSTANOPOLIS ~
Resources ~

Attachments e
Attachments can be added to your account. Use the following Attach buttons to select the documents to
add. Once the documents have been selected, press the Upload button. Vendor Self Service
Attachment Type Description Required  Attachments m
General Documents are not assigned to a type (0)
E-Verify E Verify (0) Attachments
Commodities
1099

Attachments are added by clicking the Attach buttons on the Attachments page, which displays a dialog box.
Select the file to attach. This causes the page to display a list of files to attach. Vendors can attach an unlimited
number of files using this method.
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BUCKEYE, AZ

ANDREW KONSTANOPOLIS ~
Resources ~

Attachments

Attachments can be added to your account. Use the following Attach buttons to select the documents to
add. Once the documents have been selected, press the Upload button.

Attachment Type Description Required  Attachments
General D are not assigned to a type (0)
E-Verify E-Verify (0)

C:\Users\todd bolduc\Doc ‘:B'rqwse.u §Type: General Vv

My Profile

Home

Vendor Self Service

Attachments

Commodities

1099

Clicking the Remove link next to a file removes it from the attachment list. When the vendor has
finished selecting files, they must click Save to upload the files. The uploaded files are added to the

Attachments page.

The uploaded files are also added to the vendor record in the Munis Vendors program and they can be

viewed on the Vendor Attachments screen of that program.

r. Vendors - Munis » Vendor Attachments 0 7 x
%" Home
° @ Q + iﬁ X Delete E I Text file B word Motes
Accept Cancel Search ° Add  Update Sloes Print F Excel il Attach N ety Maplink
Duplicate 1 Preview G Schedule P Alerts
Confirm Actions Output Office Tools

Description | File | Public| Date Added |T|me Added |

Annual Support Agreement Annual Support Agreement.doc D 01/19/2006 16:26:22

Attachment for Vendor 1000 ASSETS xlsx ") 04/03/2013 10:33:40

Attachment for Vendor 1000 File01 txt D 04/03/2013 10:33:40

Attachment for Vendor 1000 importfilenet b D 04/03/2013 10:33:40

Attachment for vendor 1000 DOCUMENT 1 tet 1

Attachment for vendor 1000 DOCUMENTZ2. txt D

Attachment for vendor 1000 DOCUMENT3. et D

Business License business license pdf D 01/19/2006 16:26:53

Quote ABC Book Supply Inc.doc | 017192006 16:27:05

13
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BUCKEYE, AZ

CoMMoDITY CODES

Clicking Commodities on the navigation menu or clicking Add in the Current Vendor Commodities group opens
the Vendor Commodities page.

ABC SUPPLY COMPANY ~
Resources ~

My Profile thoind

General Information change Vendor Self Service

Name/DBA ABC SUPPLY COMPANY/ABC SUPPLY m
Entity

Attachments

Commodities
Current Vendor Commodities [ commtes

005 ABRASIVES

ACOUSTICAL TILE, INSULATING 1 o ABC SUPPLY COMPANY ~
Resources ~

Recycled Appliances and Accessorie

PMENT AND SUPPLIES

Vendor Commodities Home

Vendor Commedities
Vendor Self Service

Search for your commodities/services, then select and "Add". Search again and repeat as necessary. Click

or Attachments
oy code | | seat |

(first 3 o more digits)

Commodities
List all commodities/services
1099
903 Found
140 11-20] 21-30 | 3140 | 41.50 | 5160 | Next ]
SelectAll Code  Description Checks.
[ 005  ABRASIVES g
O 010 ACOUSTICAL TILE, INSULATING MATERIALS, AND SUPPLIES
Purchase Orders
D G, Ef P SPI D T
Wﬁmwmwﬂmﬂwwww

Currently Added

There are no Commodities te Display for this Vendor.

2013 Tyler Technologies. Inc. Help/Feedback

Vendors use the Search box to search for commodities by code or keyword. Alternatively, clicking the List All
Commodities/Services link displays all commodity codes in the City’s database. VSS displays the number of
codes found during a search and updates the commodity table.
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T N e T W I e e Y i N NN e N WU

Vendor Commodities Home

Vendor Commeodities
Vendor Self Service

Search for your commodities/services, then select and "Add". Search again and repeat as necessary. Click

Keyword(s) or Attachments
commodity code | | m

(first 3 or more digits) L
Commodities

[ List all commodities/services ]

1099

WWW’WWWWMWW

The numbered links above the commodities table allow you to view additional groups of codes. Selecting the
check box for a code indicates that it should be added to your profile. Clicking Select All selects all of the check
boxes currently displayed on the page. VSS saves the value of each check box when you navigate between
groups of commodity codes.

MWWWWWMW

[1.10 | 11-20 | 21-30 | 31-40 | 41-50 | 51-60 | Next ] Eida
Select All| Code  Description Checks
| 005  ABRASIVES Ivoices

010 ACOUSTICAL TILE, INSULATING MATERIALS, AND SUPPLIES
Purchase Orders

ADDRESSING, COPYING, MIMEOGRAPH, AND SPIRIT DUPLICATING

MACHINE SUPPLIES: CHEMICALS, INKS, PAPER, ETC.

U
O 015

AGRICULTURAL CROPS AND GRAINS INCLUDING FRUITS, MELONS, NUTS,

U 019 AND VEGETABLES

When you click Add, VSS adds all of the selected commodity codes to your profile and updates the Currently
Added table. Clicking the Remove link removes the commodity from the table. After you have finished adding
commodity codes to your profile, you must click the Finished button. This completes the commodity addition
process and returns you to the My Profile page, where you can view a full listing of your associated commodity
codes on the Current Vendor Commodities table.

Currently Added

There are no Commodities to Digplay for this Vendor.

Currently Added

005 ABRASIVES
010 ACOUSTIGAL TILE, INSULATING MATERIALS, AND SUPPLIES Remove

ADDRESSING, COPYING, MIMEOGRAPH, AND SPIRIT DUPLICATING MACHINE SUPPLIES:

CHEMICALS, INKS, PAPER, ETC. Remove

e

Current Vendor Commodities add

ABRASIVES

Remove

ACOUSTICAL TILE, INSULATING MATERIALS, AND SUPPLIES Remove

ADDRESSING, COPYING, MIMEOGRAPH, AND SPIRIT DUPLICATING MACHINE SUPPLIES: Homove

CHEMICALS. INKS, PAPER, ETC.
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VENDOR SELF SERVICE HOME PAGE

The Vendor Self Service home page contains a banner, navigation menu, and a series of summary information.

ABC SUPPLY COMPANY ~

= tyler Resources ~

technologies

Welcome to Vendor Self Service Home

- = = Vendor Self Service
Profile information View profile

ABC SUPPLY COMPANY My Profile
100 MAIN STREET
BOSTON, MA 02201 1009
Phone .
KELLY SMITH: 617-234-12340§) Email .
SAMUEL L. SMITH: 6172341234y =20 @abesupply.com

Checks

Announcements
Invoices

Welcome to Self Service for Business Vendors

Invoices Search invoices

Recent invoices

Purchase Orders

Date Amount Status

$ 1 o 140.00 2/23/2012 $1,140.00 Paid details

Last invoice: 2/23/2012

32012 31 00 Paid details

Clicking your name in the banner display displays the following menu options:
o Home — Returns the vendor to the Munis Self Service Home
e My Account — Opens the My Account page containing the vendor’s account information.
e Log Out — Logs the vendor out of Munis Self Service.

ABC SUPPLY COMPANY ~

5 tyler S

technologles

ABC SUPPLY COMPANY ~

Home

My Account

Home

Welcome to Vendor Self Service

Log Out
Profile information View profile
My Profile
ABC SUPPLY COMPANY
100 MAIN STREET
BOSTON, MA 02201 1099

one Email
7
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VENDOR NAVIGATION
Use the buttons in the group banner to navigate between pages in Vendor Self Service.

ABC SUPPLY COMPANY -~

= tyler

technciogies

Welcome to Vendor Self Service

Profile information

View profile

ABC SUPPLY COMPANY
100 MAIN STREET
BOSTON, MA 02201

Email
Phone 0. b
KELLY SMITH: 617-234-1234SAMUEL L. SMITH: 617-234-1234¢g ™3 @abesupply.com

Announcements

Welcome to Self Service for Business Vendors

Invoices

Recent invoices

Date Amount Status

$ 1 5 140.00 ‘ 7272009 $1,140.00 Unpaid details
i i - FTrnnn cann nn ' i s
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MY PROFILE

Clicking View Profile in the Profile Information group or the My Profile option in the navigation menu
opens the My Profile page. The page displays vendor profile information that is divided into groups.
Clicking the Change link in any group allows the vendor to update the data in that group.

ANDREW KONSTANOPOLIS ~
Resources -

Welcome to Vendor Self Service

Profile information 0 View profile

ANDREW KONSTANOPOLIS
13 HELENIC WAY

ROME, NJ 01010
akonsta@phoros.net
Contacts

Andrew Konstanopolis: 565-642-0111g) andrew@phoros.com

ANDREW KONSTANOPOLIS ~
Resources ~

Announcements

Welcome to Self Service

Invoices

My Profile

General [change]

¢4 5N Name/DBA ANDREW KONSTANOPOLIS/PHOROS COLLECTION SERVICES
Entity
Address 13 HELENIC WAY

ROME, NJ 01010
Fax Number

SSN 001-01-0001
E-Mail akonsta@phoros.net 1099
Web Site

The General Information group contains your address and contact information; foreign entity type and
status, minority business enterprise status and certifications, discount terms and bank information.
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General Information change
Name/DBA ABC SUPPLY COMPANY/ABC SUPPLY m
Entity

Address BOSTON, MA 02201 B
SSN 111.24-3633 Commodities
E-Mail emaild@abcsupply.com 1099
Web Site www._abcsupply.com
Vendor Type - Bids
Geographic EAST - EAST COAST VENDOR

Checks
Foreign Entity No
Is minority business enterprise? Yes Invoices

MBE Classification(s)
Purchase Orders

AFRICAN AMERICAN OWNED

Serial Agency Issue Date Expire Date Status
11 AGENCY 112001 21212020 Valid
DISADVANTAGED BUSINESS

Serial Agency Issue Date Expire Date Status
T AGENCY 00 41412013 4/30/2017 New
General

Serial Agency Issue Date Expire Date Status
10 AGENCY TM92013 711972020 Valid
HISPANIC OWNED

Serial Agency Issue Date Expire Date Status
12 AGENCY 1172001 21212020 Valid
WOMAN OWNED

No certificates were found for this classification.

Discount Percentage 5.000%
Days to Discount 5

Days to Net 10
Bank Name

Bank Account Number
Bank Account Type
Gender

Ethnicity

N e VW e Y e N T L, VA e WD A SV

The Address Information group displays the vendor’s remittance address and contact information.
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e Ve Y e N Y S NI e NIV e W

Address Information
change
Name Address City State Zip Fax I[?efault
DEF
SUPPLY PO BOX 348992 WILLIAMSBURG VA 02201 N
COMPANY
ABC 123123
SUPPLY WILLOWBROOK PORTLAND ME 02434 N
COMPANY AVENUE
ABC
497897
SUPPLY WACO LB 76710 N
COMPANY FRANKLIN AVE

N e AR WA VNP NI e WRGRIRISS S W

The Address Contacts group lists the vendor’s contact persons and information. The group is sorted by

contact type.

W%MMWMWW

Address Contacts

change
Type Name Email Phone Fax
GENERAL KELLY SMITH ksmith@abcsupply.com 617-234-1234 617-234-2321
GENERAL SAMUEL L. SMITH ssmith{@abcsupply.com 617-234-1234 617-234-2321

WWWWWW

The Current Vendor Commodities group contains a list of commodity codes associated with the
vendor. Vendors remove commodities from the list by clicking the Remove link. The add link allows

vendor to add commodities to the list.

WWWMWWMWM

Current Vendor Commodities

005 ABRASIVES
010 ACOUSTICAL TILE, INSULATING MATERIALS, AND SUPPLIES Remove
04564 Recycled Appliances and Accessories Remove
050 ART EQUIPMENT AND SUPPLIES Remove
05043 Glue, Paste, etc., Art Remove
10085 WOODEN BARRELS AND DRUMS Remove

20113 Tyler Technologies, Inc. Help/Feedback
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1099

The 1099 page displays a listing of the vendor’s 1099 data for a selected year.

Vendors use the Year list to select the fiscal year for which to view 1099 data. The data includes the 1099 box
code, a description of the code type, and the 1099 amount.

ABC SUPPLY COMPANY ~
Resources ~

Vendor 1099 Information Home

Vendor Self Service
Year:

My Profile

Selected 1099 Data

coe pescrpton Amount _

F FED INC TA $1,000.00
Bids

M MED&HEALTH $1,000.00

N NONEMPLOYE $1,000.00 Checks

P PRIZES & A $1,000.00 Invoices

R RENTS $1,000.00
Purchase Orders

s SALES FROM $1,000.00

Y ROYALTIES $1,000.00

Clicking a code type opens the Vendor 1099 Invoice Detail page. This page displays the general 1099
information, as well as a listing of 1099 invoice details, if they exist for the selected box code. Clicking Return to
1099 returns the vendor to the Vendor 1099 Information page.
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The Bids page is accessed by clicking Bids on the menu or Search Bids in the Bids group. It provides vendors with

the ability to search for bids that exist in the City’s database.

ABC SUPPLY COMPANY ~
Resources ~

Welcome to Vendor Self Service Home

Profile information

ABC SUPPLY COMPANY

100 MAIN STREET

BOSTON, MA 02201 1099
Email

Phone o)
KELLY SMITH: 617-234-1234SAMUEL L. SMITH: 617-234-1234 ©Mail0@abesupply.com

Announcements
Welcome to Self Service for Busine:

Bids Search bids

Date D Statu
vssuser ;
Last bid request: 12/31/2007
°
kL
0 1
Year to date K

Bids

BidNumber [ | (othersearch criteria will be ignored)

Bid Description |

Bid Status [] Open bids only

ABC SUPPLY COMPANY ~
Resources ~

Home

Vendor Self Service

My Profile

1099

My Bids

Checks

Invoices

Purchase Orders.
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A bid search is performed by completing the Bid Number and Bid Description boxes and selecting or clearing the
Bid Status check box. To search for all bid records, vendors leave all of the boxes blank and then click Search.
After the vendor clicks Search, Vendor Self Service displays a list of bid records that matched the entered

criteria.

ABC SUPPLY COMPANY -
Resources ~

Bids —

Vendor Self Service

BidNumber [ | (other search citeria will be ignored)
My Profile

1099

Bid Description |

ABC SUPPLY COMPANY ~

Bid Status [JOpen bids only
Resources -
™ Bids Home
Search Results RSS Vendor Self Service
Modify Search | New Search —
y Profi

1Found 1-1 1099
Bid Number Description Bid Opening Bids Due By Status
1 HEAVY EQUIPMENT BID 812912005 9/16/2005 Open Details _

My Bids

New Search

Checks

Invoices

Purchase Orders

Clicking Modify Search or New Search causes VSS to return to the Bids page in order to perform a new bid
search. When Modify Search is clicked, the Bids page retains the previous search criteria and allows the vendor
to update that information as part of a new search action.
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ABC SUPPLY COMPANY ~
Resources ~

Bids Home
Search Results RSS Vendor Self Service
I Modify Search | New Search

My Profile
1Found 1-1 1090
Bid Number Description Bid Opening Bids Due By Status
1 HEAVY EQUIPMENT BID 812912005 9/16/2005 Open Details

My Bids

ABC SUPPLY COMPANY -

Resources ~ Gliocks

Invoices

Purchase Orders.

Bids

Home

Vendor Self Service

BidNumber [ ] (other search criteria will be ignored)

My Profile
Bid Description | | 1099
Bid Status [ Open bids only M
My Bids

crcs

Invoices.

Purchase Orders

The RSS link allows vendors to subscribe to an RSS feed that is updated when the City enters or updates bid
records.

ABC SUPPLY COMPANY ~
Resources ~

Bids _—
Search Results RSS] | vendor seif Service
Modify Search | New Search
My Profile
1Found 1-1 1099
Bid Number Description Bid Opening Bids Due By Status
1 HEAVY EQUIPMENT BID 82912005 Open Details _
My Bids
New Search
S
Vendor Bids Displaying 10/10 Checks
You are viewing a feed that contains frequently updated content. When you subscribe to a feed, it is added to the Common Feed List. Updated information .
from the feed is automatically downloaded to your computer and can be viewed in Internet Explorer and other programs. Learn more about feeds. Invoices
° Al 10
4% Subscribetothisfeed iihasetik
Sort by:
~ Date
HEAVY EQUIPMENT BID Title
Today, March 3, 2014, 10:30:57 AM 9 Flb """"""""""
ilter by category:
Bid number: 1 Bidding starts: 8/29/2005 Bidding ends: 8/31/2005 Y. 2
Bid 10

The list of bids can be sorted by the value of a column by clicking the column title. VSS inserts an up or down
arrow in the column header to indicate that the column values are sorted by ascending or descending values.
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ABC SUPPLY COMPANY ~
Resources ~

BUCKEYE, AZ

Bids Home
Search Results RSS Vendor Self Service
Modify Search | New Search
My Profile
1Found 1-1 1099
Bid Number IDescriEIiun -‘-I Bid Opening Bids Due By Status
1 HEAVY EQUIPMENT BID 2/29/2005 9/16/2005 Open Details _
My Bids
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When the Details link is clicked for a bid, VSS displays the Request for Bids page.

ANDREW KONSTANOPOLIS ~
Resources ~

Bids

Search Results RSS

Home

Vendor Self Service
Modify Search | New Search

My Profile
1Found 1-1
1099
Bid Number Description Bid Opening Bids Due By Status
12 BID FOR CONTAINERS 10/10/2020 12:00:00 Open _
My Bids
New Search

ANDREW KONSTANOPOLIS ~

. tyler —

techaologies

Request for Bids

Home

Status: Open Return to Search Results

Vendor Self Service

Bid Information Create Proposal

My Profile
Bid Number 12
Description BID FOR CONTAINERS 1099
Date Issued 1477/2007 12:00 PM _
T ItemBid |

ype ! My Bids
Additional Description
New Search

Federal ID
important Dates Return to Results
Meeting Date for Vendors

Checks
Bids Due By 10/10/2020 12:00 PM
Bid Opening ices
Expected Award Date 1/1/2015 12:00 PM Piichiase Qs
Bid Attachments

There are no attachments to display for this bid Contracts

Bid Addendas

There are no addendas to display for this bid

Commodities for Bid: 4

Commodity Code Description Quantity Needed UOM

100 0.00 EACH
10005 BOXES, CRATES, BASKETS, ETC. ( 100.00 EACH
10006 CONTAINERS, PLASTIC (ALL PURPO 100.00 EACH
10010 DRUM SPIGOTS, METAL OR PLASTIC 100.00 EACH

Make a Bid
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The Request for Bids page displays information about the bid that the City entered in Munis. Clicking the Return
to Search Results link or Return to Results in the navigation menu returns the vendor to the list of bids on the

Bids page.

Vendors must click the Create Proposal link in the Bid Information group or the Make a Bid button to enter bid
guotes against the request. Doing so opens the Make Bid page. However, the Make a Bid button and the Bid on
this Request link are only available for bids for which a Vendor Response Due date has been entered in the
Munis Create Bids program. If the date has passed, or no date has been entered, vendors cannot enter bids for

that record.

Request for Bids
Status: Open

Bid Information

Bid Number
Description

Date Issued

Type

Additional Description
Federal ID

Important Dates

2

BID FOR CONTAINERS

11/7/2007 12:00 PM

HemBid

Retum to Search Results

Create Proposal

Meeting Date for Vendors
Bids Due By

Bid Opening

Expected Award Date

Bid Attachments

There are no attachments to display for this bid

Bid Addendas

10/10/2020 12:00 PM

1112015 12:00 PM

There are no addendas to display for this bid

Commodities for Bid: 4

Commodity Code Description
100

10005 BOXES, CRATES, BASKETS, ETC. (
10006 CONTAINERS, PLASTIC (ALL PURPO
10010 DRUM SPIGOTS, METAL OR PLASTIC

Quantity Needed

JOM

000 EACH
10000 EACH
10000 EACH

100.00

IIIIIIiHHiIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIHHHHH‘III

Home
Vendor Self Service
My Profile

1099

Make Bid

My Bid ID

Commodity  Description

100

" b proe

10005 BOXES, CRATES, BASKETS, ETC. (
10006 CCONTAINERS, PLASTIC (ALL PURPO

10010 DRUM SPIGOTS, METAL OR PLASTIC

Quantity

000
100,00
100.00
100.00

uom

EACH

EACH

EACH

EACH

Bid on the commodities that you would like to provide, then click “Continue”

Bid/Unit  Total
Nobid 000

Nobid 000 Bidor

Nobid 000

Nobid 000 Bidor

TOTAL B

Bid on Commodity
mmodity

Bid on Commaodity

odity

D $0.00
¢ scount

includes froight, handiing, and scoun

Home

Vendor Self Service

My Profile

1008

My Bids

Now Search

Return to Results

Checks

Invoices

Purchase Orders

Contracts

In order to submit bid quotes, the vendor must click the Bid on Commodity link for a specific commodity code,
which opens a new Make Bid page where the vendor can enter bid information.
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ANDREW KONSTANOPOLIS ~

Resources ~

Make Bid
Bid on the commodities that you would like to provide, then click “Continue”
Vendor Self Service
My Bid 1D
10 help you reference your bid (optional) My Profile
1099
Commodity  Description Quantity UOM  BidiUnit  Total
100 000 EACH Nobid 000
10005 BOXES, CRATES, BASKETS, ETC ( 10000 EACH Nobid 000
10006 CONTAINERS, PLASTIC (ALL PURPO 10000 EACH  Nobid 000 Bidon Commodty
10010 DRUM SPIGOTS, METAL OR PLASTIC 10000 EACH  Nobid 000 Bidon Commodty
o ANDREW KONSTANOPOLIS ~
TOTAL BID $0.00 Resources ~
= A commodaes reues & gre ectrge

Includes treight, handling, and discount

Make Bid
Commodity Code 10005
Vendor Self Service
Description BOXES. CRATES, BASKETS, ETC. ( epaee?
Quantity Needed 100.00 My Profile
Unit of Measure EACH
1009
* required field
Item number Ty vy d _
your inter tem number for this commoddy My Bids
Bid por unit *
New Search

Freight charge * 0.00 [dollars_ /|
Handlng charge (5) * (0,00

Discount percentage * (0,00 %

Return 1o Results.

Checks

Invoices

Purchase Orders

Contracts
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The vendor completes the boxes on the page, using the following table as a reference.

Field

Description

Item Number

Contains the vendor’s internal item number for the commodity. The number is
typically the vendor’s stock or part number.

Bid Per Unit Provides the vendor’s per unit price. The total price for the commodity is
determined by multiplying the per unit price by the needed quantity from the bid
record.

Freight Charge Indicates the vendor’s freight charge per order. The vendor can select either a fixed

dollar amount or a percentage amount using the list.
The box is only available if your organization selected the Allow Use of Vendor’s
Terms check box for the bid record in the Munis Create Bids program.

Handling Charge

Defines the vendor’s per order handling charge.
The box is only available if your organization selected the Allow Use of Vendor’s
Terms check box for the bid record in the Munis Create Bids program.

Discount Percentage

Contains the vendor’s discount percentage, which is applied to orders placed
against the bid.

The box is only available if your organization selected the Allow Use of Vendor’s
Terms check box for the bid record in the Munis Create Bids program.

The vendor clicks Continue after completing the boxes, which causes VSS to save the entry and return to the

View Bid page. For each bid

for which the vendor has submitted a quote, VSS replaces the Bid on Commodity

link with a Change link. Clicking Change returns the vendor to the Make Bid page for that commodity, where
they can update the boxes in order to change their bid quote.

Make Bid

Commedity Code
Description
Quantity Needed

Unit of Measure

* required field

ltem number

Bid per unit *
Freight charge *
Handling charge (§) *

Discount percentage #

10005
BOXES, CRATES, BASKETS, ETC. (
100.00
EACH

[44-78229
your intenal item number for this commodity

dollars ~
_ Commodity Description Quantity UOM Bid/Unit Total
100 0.00 EACH No bid 0.00 Bid on Commaodity
250 % L 10005 BOXES, CRATES, BASKETS, ETC. ( 10000 EACH $500 $48750 | Change

10006

Continue 10010

File name
File01.bxt

CONTAINERS, PLASTIC (ALL PURPO

DRUM SPIGOTS, METAL OR PLASTIC

** Al commindities require a bid price

Date uploaded
442013

DOCUMENT1.txt 9/412013

100.00

100.00

EACH

EACH

§1.00 3$111.00

Change

No bid 0.00 Bid on Commadity

TOTALBID $598.50
includes freight, handling, and discount

After the vendor has entered quotes for each item on the bid request, they can enter a bid ID in the My Bid ID
box. The value is used for reference and informational purposes, and it is not required. The vendor must then
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click Continue on the Make Bid page to review and submit the quotes. VSS does not save the quotes until
Continue is clicked.

ABC SUPPLY COMPANY -~

]
®
(W ) acou 4
o s’ tyler Rerune
L] technologies
Make Bid .
Bid on the commaodities that you would like to provide, then click "Continue". e
My Bid ID [BID #12344] x|
to help you reference your bid (optional) My Profile
1099
Commodity Description Quantity UOM Bid/Unit Total _
100 0.00 EACH Mo bid 0.00 Bid on Commuodity My Bids
10005 BOXES, CRATES, BASKETS, ETC. ( 100.00 EACH §5.00 $48750 Change New Search
10006 CONTAINERS, PLASTIC (ALL PURPO 100.00 EACH $1.00 $111.00 Change
Return to Results
10010 DRUM SPIGOTS, METAL OR PLASTIC 100.00 EACH Mo bid 0.00 Bid on Commodity
Checks
TOTAL BID $598.50
** All commedities require a bid price. includes freight, handling, and di t Invoices
File name Date uploaded
File01.txt 41412013 puchase Ouiess
DOCUMENT1.txt 9/4/2013
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Vendor Self Service saves the vendor’s entries and advances to the Make Bid - Review page. If your organization
selected the Require Vendor Pricing on All Commodity Codes check box for this bid record in the Create Bids
program, VSS ensures that the vendor has entered a price quote for each commodity in the bid. If the vendor
attempts to submit an incomplete bid, VSS displays a confirmation dialog box that the vendor must
acknowledge. When the vendor has met the bid requirements and clicked Submit Bid, VSS changes the

Requirement Status to Complete.

tyler

technologies

Make Bid

Review

My Bid ID 12345
Commodity Description

100

10005 BOXES, CRATES, BASKETS, ETC. (

10006 CONTAINERS, PLASTIC (ALL PURPO

10010 DRUM SPIGOTS, METAL OR PLASTIC

I *+ Al commodities require @ bid price.

Quantity UOM
000 EACH
100.00 EACH
100.00 EACH

100.00 EACH

Bid/Unit
No bid
$35.00
No bid

No bid

Total
0.00
$3,500.00
0.00

0.00

TOTAL BID §3,500.00
includes freight, handling, and discount

ANDREW KONSTANOPOLIS ~
Resources ~

Home

Vendor Self Service

My Profile

1099

My Bids

New Search

Return to Results

Browse... |Type: [General - Unsealed (Unsealed) v|

Checks
Bid Vendor General - Unsealed (Unsealed) Attachments
There are no attachments to display for this attachment type Invoices
Bid Vendor General - Sealed (Sealed) Attachments
Purch Orders
There are no attachments to display for this attachment type
Add Bid Attachments (optional) Contracts

Vendors add attachments to their bid quotes by selecting an attachment type and using the Browse button to

select the file to attach.

Add Bid Attachments (optional)

DOCUMENTZ2 txt  RemoveType: |Genera| - Unsealed (Unsealed) V|

Browse... [Type:|General - Unsealed (Unsealed) V|
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Attachment types are defined for the bid request in Munis using the Vendor Documents option in the Create

Bids program.

" HoMmE

Q (=) Browse

+ ? X Delete

I Text file &E 8 werd ﬂ\
(

Create Bids - Muni

Vendor Documents | Status

7 5 4 ] =
ot | soareh C Add Undate ooy EPOF ==l [ Email 240 af Commadities Activate
=l Duplicate £ Preview [ schedule @ Alertss  Milestones B vore..-
Confirm Actions Output Office Tools wfru
Bid number 13[4 Status 8 - Awarding >
Type 2| Approved status H - Held [~
Buyer munis ] Sealed bid
Fed/state bid —
Description  BID FOR PAF| *2» o
HOME

Web site url Q Browse ? ) Tex B we Selecthll |
ot COB | o ot Sey (L AcbRnGE0 i, it B0 d [ ema ot o Deselect All 25"

3 ched O Alerts

Confirm Search Actions Output Office Tools Menu
Bid Number 13
Description  BID FOR PAPER PRODUCTS
Date
Fiscal yea Nexd Year | Select Type Description | sealed
Creation 11;“7}'20“7 l General Vendor Attachment
Effective from | 11/08/2007 Genctal = sedled 4
Effoctive througlv| 160/ General Viendor Atiachment
Deptispecit due ] General - Unsealed [}
< >
Attachment Notes

Vendors can modify or cancel their bid quote by clicking the buttons on the Make Bid — Review page. When the
quote is complete and ready for submission, the vendor must click Submit Bid.
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ABC SUPPLY COMPANY ~
Resources ~

Make Bid some
Review Vendor Self Service
My Bid ID vasuser
My Profile
Requirements status Incomplete
1099
Commodity Description Quantity UOM Bid/Unit Total _
100 000 EACH $1.00 50,00
My Bids
10005 BOXES, CRATES, BASKETS, ETC. ( 100,00 EACH $5.00 $487.50
10006 CONTAINERS, PLASTIC (ALL PURPO 100,00 EACH $1.00 $111.00 Checks
10010 DRUM SPIGOTS, METAL OR PLASTIC 100,00 EACH $15.00 $1,500.00 ——
TOTAL BID $2,098.50 Purchase Orders
** All commedities require @ bid price. includes freight, handling, and discount
File name Date uploaded
File01 tet 4/4i2013
DOCUMENT1.txt 9/4/2013
Add Bid Attachments (optional)
DOCUMENT2.txt RemoveType: |Genera| - Unsealed (Unsealed) v|
| Browse__ [Type |General - Unsealed (Unsealed) V|

After the bid is submitted, VSS displays the Make Bid — Confirmation page. The page contains the updated bid
information. The vendor can make changes to their bid until the bid reaches a status of 8 — Awarding in Munis.
Once a bid has been awarded, vendor quotes cannot be edited in VSS for that bid. It is recommended that the
vendor print the confirmation page for their records.

The Make Bid — Confirmation page also displays the updated Requirement Status and attached files.
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ANDREW KONSTANOPOLIS ~
Resources ~

Make Bid

Confirmation

by date of 10/10/2020 12:00 PM.

Bid Number 12

Description BID FOR CONTAINERS
My Bid 1D VssUser

Requirements status Incomplete

Commodity Description

100

10005 BOXES, CRATES, BASKETS, ETC. (
10006 CONTAINERS, PLASTIC (ALL PURPO
10010 DRUM SPIGOTS, METAL OR PLASTIC

** All commadities require a bid price.

Bid Vendor General - U led (U led) Attach

Quantity
0.00

100.00
100.00

100.00

uom

EACH

EACH

EACH

EACH

Thank you. Your bid has been saved however it is incomplete. You must log back in and complete your bid by the response due

You may want to print this page for your records. You will also receive an e-mail confirmation

Bid/Unit Total
No bid 0.00
$35.00 53,500.00
Nao bid 0.00
No bid 0.00

TOTAL BID 33,500.00

includes freight, handling, and discount

There are no attachments to display for this attachment type

Bid Vendor General - Sealed (Sealed) Attach

There are no attachments to display for this attachment type
You can now ...

» Make changes to your bid
= Search for other Bids
» Review your Profile

Home
Vendor Self Service
My Profile

1099

My Bids
New Search

Return to Results
Checks
Invoices
Purchase Orders

Contracts
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My BIDs

The My Bids page contains a listing of all bids submitted by the vendor, and it provides links that allow the
vendor to view, change, or cancel their bids. The page is accessed by clicking My Bids on the navigation menu.
Vendors sort the list of bids by clicking the title of the column by which to sort the information.

ANDREW KONSTANOPOLIS -~
Resources ~

My Bids Home
Bid Description My Bid ID  Bids Due By Award Expected Requirement Status  Status
Vendor Self Service
HEAVY
1 EQUIPMENT  vssuser  9/16/2020  10/7/2005 Complete Open |cChange
BID | Cance My Profile
BID FOR View/Change
12 CONTAINERS ~ VSsuser 10/10/2020 11/2015 Incomplete Open | Cancel 1099
My Bids
Checks
Invoices
Purchase Orders
Contracts

If the vendor clicks the View/Change link, VSS displays the View Bid Page. This page displays the bid details and
contains Change links for each commodity on the bid. The Change links are not available if the Vendor Response
Due date for the bid record has passed or no date has been entered in the Munis Create Bids program.
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ANDREW KONSTANOPOLIS ~

Resources ~

My Bids .
Bid Description My Bid ID  Bids Due By Award Expected Requirement Status  Status
Vendor Self Service
HEAVY
1 EQUIPMENT  vssuser  9/16/2020  10/7/2005 Complete Open ?’g;’;’g}ange
BID My Profile
BID FOR View/Change
12 CONTAINERS ~ VSsuser 10/10/2020 1/1/2015 Incomplete Open — 1099

My Bids

ANDREW KONSTANOPOLIS ~
Resources ~

View Bid _—
If you make any changes, please remember to click on 'Continue' to review and Return to My Bids S e
submit.
My Bid ID vssuser My Profie
Requi status | pl 1099
e _

Commodity Description Quantity UOM  Bid/Unit Total My Bids
100 0.00 EACH No bid 0.00 | Bid on Commodity Chicke
10005 BOXES, CRATES, BASKETS, ETC. ( 100.00 EACH $35.00 $3,500.00 |Change

Invoices
10006 CONTAINERS, PLASTIC (ALL PURPO 100.00 EACH No bid 0.00 | Bid on Commodity

Purchase Orders
10010 DRUM SPIGOTS; METALOR 10000 EACH  Nobid 0.00 | Bid on Commodity

PLASTIC |
Contracts
TOTAL BID $3,500.00
** All commodities require 8 bid price. includes freight, handling, and discount
L e

Clicking Cancel for a bid on the My Bids page causes VSS to display a confirmation message. The vendor must
click OK to confirm the cancellation.
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My Bids

Bid Description

1 HEAVY EQUIPMENT BID

12 BID FOR CONTAINERS

18 BID 18

910

My Bid ID

Vssuser

Vs5Uuser

Vvssuser

Bids Due By

9116/2020

10/10/2020

Award Expected

10/7/2005

1172015

Are you sure you want to delete this Bid? Click 'OK' to centinue or

'Cancel' to abort.

Cancel

37
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Open

View/Change |
Cancel

View | Cancel

View | Cancel
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CHECKS

The Vendor Check Search page is accessed by clicking Checks on the navigation menu.

ABC SUPPLY COMPANY ~
Resources ~

Vendor Check Search Home

Date (mm/ddlyyyy) Vendor Self Service
Check date [ ] My Profile
Check date(s) from | | to] .

Amount

or

Number Invoices

ar Purchase Orders
Check number(s) from | | to |

Status

The page provides fields that are used to search for checks issued to you by the City. Completing the fields and
clicking Search opens the Vendor Check Information page, which lists the checks that meet your search criteria.
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Check number(s) fron

Status

ABC SUPPLY COMPANY ~
Resources ~

Vendor Check Information Home
Search Results Vendor Self Service
Modify Search | New Search
My Profile
49 Found
Check Date Amount Check Number Status 1089
312812006 $3,242.00 6 Cleared View i
312812006 $14,093.23 5 Cleared View
Checks
71912006 $40,949.02 15 Cleared View
7/15/2006 $2,303,425.64 21 Cleared View Invoices
711512006 $1,378,830.58 23 Cleared View il o
711512006 $1,000,000.00 2 Cleared View
10/16/2006 $1,000.00 43 Cleared View
211412007 $95.00 50 Cleared View
211912007 $855.00 3568 Cleared View
3/512007 $2,375.00 3570 Cleared View
12 3 4 5

Clicking Modify Search or New Search returns you to the Vendor Check Search page. The listing of
checks can be sorted by clicking a column title. The page refreshes to display additional checks in the
list when you click a page number at the bottom of the screen. To view details about the check on the
Vendor Check Invoice Detail page, you must click View on a check line.

ABC SUPPLY COMPANY ~
Resources ~

Vendor Check Information iine
Search Results Vendor Seif Service
Modify Search | New Search
My Profile
49 Found
Check Date Amount Check Number Status 1090,
3/28/2006 $3.242.00 [} Cleared View Bids
372812006 $1488
ABC SUPPLY COMPANY ~
71912006 40) ’
¥ 0", Resources -
'age’e
71512006 32, o technologle:
7115/2006 $1
711572006 $1
Vendor Check Invoice Detail ke
10/16/2006 $ Relurn o previous view
211472007 $95 | Check Detail Vendor Seif Service
211912007 585 Check# § My Brofile
Status Cleared
3/5/2007 $2;
Check Amount 3242.00 1099
12 3 4 5 Check Date 3/28/2006
Bids
Check Invoice Detail Checks
Invoice Inveice Date PO Number Invoice Amount
Invoices
140 312412006 $3.242.00
Purchase Orders
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INVOICES

Clicking Invoices on the navigation menu opens the Vendor AP Invoice Search page. This page provides you with
the ability to search for invoices in the City’s Munis database.

ABC SUPPLY COMPANY -~

..E:E.C tyl er Resources -~

technologies

Vendor AP Invoice Search ons
Vendor Self Service
Invoice number l:l {other s=arch criteria will be ignored)
My Profile
Date
Invoice date I:l 1099
or
Invoice date(s) from | | to ‘ Bids
Amount Checks

N —
"

Amount(s) more
e T ] — purchass orders

Status

You complete the boxes on the page, and then click Search to find invoices that match search criteria. VSS
displays the search results on the Invoices page.

Amount

Invoice Amount
o) oore [ s

Status [Any Status

ABC SUPPLY COMPANY =~
Resources ~

r— Home.
Vendor Self Service
rch
My Profile
Amou nt Invoice Number Status 1099
11712007 $5,000.00 10 Paid- 11/07/2007 View S
312012007 $950.00 1000 Paid- 0312012007 View
113012008 $1,500.00 1 Paid- 01/30/2008 View Cheeks
11/7/12007 $10,000.00 11189 Paid- 11/07/2007 View Invoices
113012008 $1,425.00 122268 Paid- 01/30/2008 View A
11/8/2007 $147.25 1313 Paid- 11/08/2007 View
312612006 $11,400.00 138 Paid- 03/28/2006 View
3/28/2006 $1,42023 139 Paid- 03/28/2006 View
312612006 $3,242.00 140 Pald- 03/28/2006 View
312612006 $323.00 142 Paid- 03/28/2006 View
1 2 3 456 78 9 10

The Modify Search and New Search links return you to the Vendor AP Invoice Search page. Clicking a column
title sorts the list of invoices by that column’s values. You may view additional invoices by clicking the page
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numbers. When clicked, the View link opens the Invoice Detail page, which is an inquiry-only display of invoice
data.

ABC SUPPLY COMPANY -
Resources ~

Invoices R
Search Results Vendor Self Service
Modify Search | New Search
My Profile
94 Found
Invoice Date Amount Invoice Number Status L)
11/712007 $5,000.00 10 Paid- 11/07/2007 —_—
3120/2007 5950.00 1000 Paid- 03/20/2007 View
1/30/2008
ABC SUPPLY COMPANY ~
11712007 X Resources ~
1/30/2008
11/8/2007
312812008 $11.40 - -
Invoice Detail L
3128/2008 51,420) Return to previous view
FEp— 53242 Invoice Detail for Invoice: 10 L
3/28/2006 $323.0 v Broleae
Vendor Information
L 2 Mg 8 B8 Vendor ID 1000 o
Vendor Name DEF SUPPLY COMPANY i
Vendor Address PO BOX 348992
Checks
WILLIAMSBURG , VA 02201
Invoices
Invoice Information
Status Paid Purchase Orders
Invoice Number 10
PO Number
Inveice Date 6/30/2007
Check Date 11772007
Check Number 6533265
Voucher Number 438
Inveice Description SUPPLIES FOR GRANT

Invoice Totals

Gross Amount $5,000.00
Non Taxable 50.00
County Tax 50.00
State Tax 50.00
Net Amount $5,000.00
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PURCHASE ORDERS

When you click the Purchase Orders option on the navigation menu, VSS opens the Vendor Purchase Order
Search page.

ABC SUPPLY COMPANY ~
Resources -

Vendor Purchase Order Search foms
Vendor Self Service
PO number | | (other search criteris will be ignared) My Profile
Contract number | | 1099
Status
Bids
Date
Date ordered I:I Checks
or
PQ(s) ordered from | | to | Invoices

PO total [Equalte v] 3]

e I

Complete the fields on the page, and then click Search causes VSS to display the search results on the Purchase
Order Search Results page.

I e NP NN

Dimtm ordarsd [
PO(s) ordered from ]t

PO total [Equario =] 5[ 1

ABC SUPPLY COMPANY =
Rosources  ~

Purchase Order Search Results Home

Vendor Seit Servies

My Profile

Status Date Ordered PO Total 1099

Open 742312013 $427.50 View —
20060010 Closed 112212006 £12,000 00 View

20060011 Closed 42812006 §4.500.00 View

20060014 Closed 12012006 $1.500.00 View

20060015 Closed 12012006 $959.70 View

20060017 Closad 2012006 s410.18

20060020 Closed 3/28/2006 58,075 00

20060024 Closad 2002006 51424526

20060026 Closad ar2012006 $1,400.00

20060029 Closed 342812006 s113.89

1. 2 3 4 &5 6 7 8

The Modify S earch and New Search links return you to the Vendor Purchase Order Search page. Clicking a
column title sorts the list of purchase orders by that column’s values. You may view additional purchase orders
by clicking the page numbers. When clicked, the View link opens the Purchase Order Detail page, which is an
inquiry-only display of purchase order information.
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ABC SUPPLY COMPANY ~

Resources ~

Purchase Order Search Results Hene
Search Results Vendor Self Service
Modify Search | New Search
My Profile
75 Found
PO Number Contract Number Status Date Ordered PO Total 1099
41 Open 7/23/2013 $427.50 View Bids
20060010 Closed 112212006 $12,000,08 View
Checks

ABC SUPPLY COMPANY ~
Resources ~

tyler

technologies

Purchase Order Detail Haoibe
Return to previous view
Vendor Self Service

Purchase Order Detail
PO#: 411 FY2009 My Profile
Vendor

1099
ABC SUPPLY COMPANY
100 MAIN STREET

Bids
BOSTON, MA 02201
Bill To Ship To Checks
2033 SUGAR GROVE AVE 2033 SUGAR GROVE AVE

FALMOUTH, ME 04105

FALMOUTH, ME 04105

Invoices

Purchase Orders

Phone Numbers Reference

Tel# 617-234-1234 Contract:

Fax¢# 617-234-2321 Requisition: 0

Date Ordered Vendor Number Date Required Shipping/Terms Department/Location

712312013 1000 FINANCE DEPARTMENT

Line Description Unit Qty Unit Price Net Price

1 ITEMS EACH 900.00 $0.50 $427.50

*Amount reflects $22 50 discount

Open Amount $427.50

Purchase Order Total $427.50
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CONTRACTS

. tyler

o technologies

Contract Number

Contract Year

ANDREW KONSTANOPOLIS -~
Resources -~

Home

Vendor Self Service

My Profile

1099

Bids

Checks

Invoices

Purchase Orders

When a vendor clicks the Contracts option on the navigation menu, VSS opens the Contracts Search page.

Complete the fields on the page, and then clicking Search causes VSS to display the search results on the Search

Results page.

The Modify Search and New Search links return a vendor to the Contracts Search page. Clicking a column title
sorts the list of contracts by that column’s values. Vendors view additional contracts by clicking the page
numbers. When clicked, the details link opens the Contract Detail page, which is an inquiry-only display of
contract information.

Search Results

1 Founa  1-1

Year

ITEM

Start Date Number

200800062

Description

Deszcription

Contract Detail

Contract number

Estimated start date

Original amount

Released retainage

Contracted Quantity

5000.00

Description

CONTRACT

Revised A

$5.000.00

Ordered Quan:

5000.00

ity

200800062
CONTRACT

2009

$5,000.00
$5,000.00
$0.00
$5,000.00
s0.00
$0.00
$0.00

ANDREW KONSTANOPOLIS -

Attachments: (0)

Vendor Self Service

Rosources ~

ANDREW KONSTANOPOLIS ~
Rosources -

Home

Vendor Seir Service

My Prome

1000

Bids

Checks

Invoices

Purchase Orders

Contracts
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